
City of Chattanooga, TN 

Personnel Class Specification 

Class code 0415 

FLSA: Non-Exempt 

CLASSIFICATION TITLE: ASSISTANT GOLF MANAGER 

PURPOSE OF CLASSIFICATION

The purpose of this classification is to supervise daily operations of the Pro Shop, 
including merchandise inventory, customer service, food service, and maintenance of 
financial records. 

ESSENTIAL FUNCTIONS

The following duties are normal for this position. These are not to be construed as 
exclusive or all-inclusive. Other duties may be required and assigned. 

Assists in supervising, directing, and evaluating assigned staff, processing employee 
concerns and problems, directing work, counseling, disciplining, and completing 
employee performance appraisals; assists in conducting training activities. 

Assists in coordinating daily work activities; organizes, prioritizes, and assigns work; 
monitors status of work in progress and inspects completed work; develops work 
schedules to ensure adequate coverage; consults with assigned staff, assists with 
complex/problem situations, and provides technical expertise. 

Assists in ensuring compliance with all applicable laws, rules, regulations, standards, 
policies and procedures; ensures adherence to established safety procedures; 
monitors work environment and use of safety equipment to ensure safety of 
employees, customers, and other individuals; initiates any actions necessary to 
correct deviations or violations. 

Performs customer service functions; provides information and assistance regarding 
Pro Shop or Golf Course Division facilities, services, merchandise, reservations, 
policies, procedures, fees, or other issues; assists customers with sizing and price 
information. 

Responds to complaints and questions related to department activities or operations; 
provides information, researches problems, and initiates problem resolution. 

Performs duties of pro shop clerk or golf course ranger as needed. 

Assists in planning and directing golf tournaments, corporate outings, private parties, 
or other events. 
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Assists in maintaining computerized tee time reservation system using database 
management software. 

Assists in conducting Pro Shop merchandising activities; sets up merchandise 
displays; assists in establishing prices for merchandise; assists with planning and 
selection of merchandise for upcoming seasons; enters data pertaining to inventory 
items, pricing, and sales information into computer. 

Assists in maintaining inventory of department equipment, merchandise, and 
supplies; ensures availability of adequate inventory levels to conduct work activities; 
initiates requests for new/replacement items; stocks incoming merchandise; 
participates in conducting annual inventory counts. 

Supervises and assists with cleaning/maintenance activities; assists in cleaning Pro 
Shop, clubhouse, porch, grills, and other areas; assists with repair of golf carts; 
assists in maintaining driving range conditions. 

Reviews daily cash receipt reports; balances cash receipts against register tapes; 
makes daily bank deposits. 

Performs administrative tasks; provides budgetary input; maintains attendance 
records. 

Prepares or completes various forms, reports, correspondence, tee time sheets, cash 
collection reports, bank deposit forms, merchandise pricing sheets, inventory 
reports, cost of goods sold reports, purchase vouchers, expense reports, 
performance appraisals, or other documents. 

Receives various forms, reports, correspondence, reservation reports, shift closing 
reports, inventory reports, employee records, policies, procedures, rule books, 
manuals, reference materials, or other documentation; reviews, completes, 
processes, forwards or retains as appropriate. 

Operates a computer to enter, retrieve, review or modify data; verifies accuracy of 
entered data and makes corrections; utilizes word processing, spreadsheet, 
database, point of sale cash management system, e-mail, or other programs; 
performs basic maintenance of computer system and office equipment, such as 
backing up data or replacing paper, ink, or toner; coordinates service/repair 
activities as needed. 

Operates various equipment associated with Pro Shop or Golf Course Division 
operations; operates a golf cart to monitor golf course; operates a cash register to 
make point of sale entries or retrieve financial reporting data; operates standard 
office equipment such as a copy machine, fax machine, printer, calculator, or 
telephone. 

Communicates with manager, employees, other departments, customers, the public, 
vendors, sales representatives, outside agencies, and other individuals as needed to 
coordinate work activities, review status of work, exchange information, resolve 
problems, or give/receive advice/direction. 
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ADDITIONAL FUNCTIONS

Provides assistance or backup coverage to other employees as needed. 

Performs other related duties as required. 

MINIMUM QUALIFICATIONS

High school diploma or GED; supplemented by college level course work or 
vocational training in golf pro shop operations, retail facility operations, customer 
service, and supervision; supplemented by one (1) year previous experience and/or 
training involving customer-based retail facility operations, pro shop operations, 
customer service, and supervision; or any equivalent combination of education, 
training, and experience which provides the requisite knowledge, skills, and abilities 
for this job. 

PERFORMANCE APTITUDES

Data Utilization: Requires the ability to review, classify, categorize, prioritize, 
and/or analyze data. Includes exercising discretion in determining data classification, 
and in referencing such analysis to established standards for the purpose of 
recognizing actual or probable interactive effects and relationships. 

Human Interaction: Requires the ability to apply principles of persuasion and/or 
influence over others in a supervisory capacity. 

Equipment, Machinery, Tools, and Materials Utilization: Requires the ability to 
operate, maneuver and/or control the actions of equipment, machinery, tools, and/or 
materials used in performing essential functions. 

Verbal Aptitude: Requires the ability to utilize a wide variety of reference, 
descriptive, and/or advisory data and information. 

Mathematical Aptitude: Requires the ability to perform addition, subtraction, 
multiplication and division; ability to calculate decimals and percentages; may 
include ability to perform mathematical operations with fractions; may include ability 
to compute discount, interest, profit and loss, ratio and proportion; may include 
ability to calculate surface areas, volumes, weights, and measures. 

Functional Reasoning: Requires the ability to carry out instructions furnished in 
written, oral, or diagrammatic form. Involves semi-routine standardized work with 
some latitude for independent judgment concerning choices of action. 

Situational Reasoning: Requires the ability to exercise judgment, decisiveness and 
creativity in situations involving evaluation of information against measurable or 
verifiable criteria. 
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ADA COMPLIANCE

Physical Ability: Tasks require the ability to exert very moderate physical effort in 
light work, typically involving some combination of stooping, kneeling, crouching and 
crawling, and which may involve some lifting, carrying, pushing and/or pulling of 
objects and materials of moderate weight (12-20 pounds). 

Sensory Requirements: Some tasks require the ability to perceive and 
discriminate depth and visual cues or signals. Some tasks require the ability to 
communicate orally. 

Environmental Factors: Performance of essential functions may require exposure 
to adverse environmental conditions, such as humidity, temperature extremes, 
machinery, traffic hazards, or bright/dim light. 

Chattanooga, Tennessee, is an Equal Opportunity Employer. In compliance with the 
Americans with Disabilities Act, the City will provide reasonable accommodations to 
qualified individuals with disabilities and encourages both prospective and current 
employees to discuss potential accommodations with the employer. 

Last Edited:  July, 2000 
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